


NONAPPROPRIATED FUND POSITION DESCRIPTION JOB TITLE : Secretary POSITION NUMBER
01-0137 JOB SERIES : 0318 PAY LEVEL: NF-3 Summary Of Duties:
Provides administrative and clerical support to the MWR Director, Deputy Director and/or equivalent. Receives and
screens telephone calls and visitors, determines those which can be answered personally, and refers others as
appropriate. Assembles background materials, reports and statistical data pertaining to meetings, briefings, etc.
Prepares detail or summary reports of meetings. Makes arrangements for meetings including space and time and
notifies those who are to attend of the topics to be discussed. Reviews incoming and outgoing correspondence for
proper format, conformance with procedural instructions, grammar, and typographical accuracy. Prepares and types
correspondence using established procedures. Edits correspondence for correct spelling, grammar, clarity of
expression, accuracy and consistency of facts and appropriate tone. Reads incoming correspondence, publications,
regulations and directives to identify points of interest for the Director, Deputy Director and staff. Establishes and
maintains superior's office files. Handles matters of a confidential and sensitive nature.
Makes travel arrangements for Director and Deputy Director, and prepares completed travel vouchers and reports.
May provide advice to secretaries in subordinate branches concerning such matters as reports and correspondence.
Maintains the Director's calendar.
Performs other duties as assigned.
Minimum Qualifications:
Three years of progressively responsible office experience which demonstrated possession of the knowledge, skills
and abilities to perform the duties outlined above. Ability to communicate effectively both orally and in writing and
to deal with people. Must be skilled in the use of a personal computer, various software programs, and be a qualified
typist.


